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TITLE: Resident/Fellow Expense Reimbursement POLICY NUMBER: S-39 

DEPARTMENT: Graduate Medical Education Effective Date: 7 /09 

PURPOSE: 

Revised: 8/22 

Reviewed: 8/22 

Date of next Review: 8/24 

This policy establishes standards to guide residents during the course of their residency for 

reimbursements related to travel undertaken on behalf of, or at the request of their residency program, 

as well as provide reimbursement for travel home from hospital (taxi, uber, etc.) if needed to ensure 

resident safety. Residents will be reimbursed for appropriate expenses in accordance with the sponsoring 

institution or Bon Secours Mercy Health applicable policies guidelines. While this policy cannot provide 

every possible situation, it establishes broad standards. 

Conferences 

The institution will support resident/intern/fellow ("resident(s)") attendance at a regional, state, or 

national conference if the resident/fellow (1 author) are accepted for a poster or podium presentation. 

Resident are required to complete Exhibit B and submit to the Academic Affairs office prior to registering 

or paying for any expenses for travel to conference. Expenses incurred prior to approval from the 

Academic Affairs office may be denied. 

PROCEDURE: 

1. Programs should establish policies and guidelines in selecting residents for recommendation to

the Academic Affairs Office for conference sponsorship.

2. Residents should submit a proposed budget of anticipated expenses for conference attendance

and related travel (i.e. conference registration, airfare, accommodations, meals, etc.) on Exhibit

B and submit to the Residency Program Coordinator.

3. Academic Affairs will review the requested budget and provide approval. Budget caps may bet

set dependent on available funds. Upon receipt of approval, conference registration and travel

may be arranged and paid for by the resident.

4. Residents may submit for reimbursement prior to conference of prepaid expenses, however

should the conference be cancelled for industry or personal reasons, the resident may be required

to reimburse any advances paid.

5. Upon completion of the conference, the resident should submit any additional receipts and

reconcile prior advances by submitting all original receipts to the Program Office Coordinator.

i. Receipts must show proof of payment for the amount submitted for reimbursement.

Credit card statements will not suffice without the item receipt.

ii. b. All reimbursements must be submitted by the program office using the reimbursement

form. The travel and expense form and stipend tracking sheet will be completed in its

entirety by the Program Coordinator or designee and submitted to Academic Affairs.
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TITLE: Resident Expense Reimbursement POLICY NUMBER: S-39 
 

PROGRAM REQUEST TO SPONSOR RESIDENT/FELLOW AT CONFERENCE 
 
Request Date: 

 

 
Resident/Fellow 

 

 

 
Program Name: 

 

 
Conference Name: 

 

 
Conference Location: 

 

 
Travel Dates: 

 

    
PURPOSE OF CONFERENCE 

 Podium Presentation  Poster Presentation 
 Required by Program (please reference 

ACGME program requirement) 
 Optional Training/Conference 

For optional conference, provide justification:   
   
   
 
Program Director’s Signature:   
 

PROPOSED BUDGET FOR CONFERENCE ATTENDANCE 
 Expense Description Budget Amount 
 Conference Registration Fee $   
 Airfare $   
 Hotel Accommodations $   
 Per Diem rate for Meals $60.00 x # of Days ____ $   
 Other:   $   
 Total Requested $   
   
Is resident/fellow receiving an industry/foundation 
grant/scholarship to offset cost of conference attendance? 

 Yes  No 

If yes, amount of industry grant/scholarship $   
 
FOR ACADEMIC AFFAIRS USE: 
 Approved not to exceed total reimbursement of $   
 Denied,      

     
 
      
Regional Director, Academic Affairs Date 
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